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Document Conventions

Document Conventions

Overview Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role within Grants Online.

Using this Use the following writing conventions as a guide in using the manual. The

Guide manual uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; RFA Details screen Indicates a screen.
appears.
Text in Bold Italics; Name Indicates data to be entered into a
field.
Text in All Caps; LOGIN Indicates a field name.

Notes and Notes and Warnings are used to indicate information or advisories when using
Warnings Grants Online.

Note: A note is used to inform you about additional information

" during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Grants Online Overview

Overview

The National Oceanic and Atmospheric Administration (NOAA) offer a variety
of competitive and non-competitive grants or awards to various communities
including States, Universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant is given to the most qualified applicant
for a competitive award, and for qualified designated applicants of non-
competitive awards.

As part of its strategy to move scientifically and operationally into the 21
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
award, management and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
agency to increase efficiencies related to mission goals.

Grants Online is developed to answer several issues that occur during the
award processing including:

Reducing or eliminating paper forms for application.

Provide an interface with Grants.gov to ensure applicants can apply for
grants electronically.

Reduce the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Reviewers.

Serve the NOAA community in its efforts to meet its mission goals more
effectively.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment. As such, you will be required to
use an internet browser to log in and use Grants Online. No software is
required for installation. As Grants Online is web-based, you may access the
system anywhere at anytime provided that you have internet access. Logins
and passwords are required and will be relayed to you once you are
established within the system.

Note: You must have an Internet connection in order to access
Grants Online.
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Getting Started

Getting Started

Overview When you are using any Windows-based software, navigation and ease of use
are key components. Grants Online incorporates an intuitive Graphic User
Interface (GUI) that assists end users to navigate and use the system
appropriately. In Grants Online, all actions within the system can be made
through mouse and keyboard.

Overview Grants Online is accessible through your web browser, specifically Internet
Explorer.

Accessing Grants Online

1 Click on the Internet Explorer Icon on your desktop
¢ Internet Explorer browser opens
2. Enter the following URL information in your address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER
e Grants Online Login page appears

Version 2.12
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Logging in to Grants Online

L If you haven't already, contact the Grants Online Help Desk to obtain your Username and
Password.

e Phone: 301-444-2112 or toll free at 1-877-662-2478.
e Email: grantsonline.helpdesk@noaa.gov

2. Enter your assigned Username

3. Enter your assigned Password

4. Click Enter

Grants Online

Grants Online

NOAA Grants Online is the
premier Federal solution for
full life-cycle grants
management processing.

General Public

Use our Public Search feature to
see information pertaining ta
awarded NOAR grants,

Grant Applicants

To Find and Apply for a NOAR
grant, go to the Grants.gou
website,

Username

» NOAA Home

Current Grant Recipient "
» DOC Home P
*Visw information about your +Pracess selected applications Password
» Grants.gov current NOAR grants +Award and manage grants
+Submit post-award action +Correspond with Grant
» Grants requests, prograss reports, and  Redpients
Password
Management UNEREE LT Lookup {Enter |
Division orrespand with your HOAS

«Carn
Program Officer and Grant
Specialist

Publication of the National Dceanic & Atmospheric Administration Accessibility  Privacy Policy
(NOAA t of erce.

Warning! If you entered your username or password incorrectly you will see an
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact the
Grants Online Help Desk to unlock your account

If nothing happens when you click enter, it means the server is
down and will need to be restarted.
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Logging in to Grants Online

5. The Notice to Users screen appears
6. Review disclaimer information and click OK

“Log Off

A Notice to Users

This is & Federal computer system and is the property ofthe United States Govermment. Itis for authorized use
only. Users {authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses ofthis systern and all files on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to autharized site, NOAA, and law enforcement personnel, as well as
authorized officials of other agencies, both domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unauthorized of improper use ofthis systerm may result in administrative disciplinary action and civil and
criminal penalties. By continuing o use this systern you indicate your awareness of and consent to these
terrms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning,
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Creating a Competitive Request For Application

Creating a Competitive Request For Application

Overview This manual will help you learn how to create and publish a Competitive Request For

Application (RFA).

Manual The Manual will address the following topics:

Objectives

Set up the RFA Header Information
o Create a Competition
o Select the Application Routing
o Set up the Minimum Requirements
o Create a Review Event
) Set up the Special Award Conditions
o Enter the Application Instructions
o Create a Review Event
o Publish the RFA
o Create the Federal Register Notice
o Create the Omnibus Synopsis

What You’'ll Need to Create a Competitive RFA

This RFA is the parent document that will guide both the applicant as well as the FPO. The applicant
will use this information (which they will access via Grants.gov) to provide NOAA with a complete and
quality proposal. The RFA also guides the Program Officer, Grants Specialist, Budget Officer, etc. in
reviewing and examining the proposal. Creating the RFA is the first step that is taken by the Program
Officer. In order to do so, you will need the following information:

1.

© N TN

=
o

RFA Name — the “name” is identified by the Program Officer. There is no right or wrong name,
however, easily identifiable and shorter names are the most effective.

CFDA Number

Fiscal Year

Approximate funding amount for the RFA

Funding Amount for the Competition

Application due date

Review Event Start and End date

Contact person within NOAA who will be responsible for answering questions related to the RFA

Name of Program Officers who will process the proposals (these names will be identified during
the Routing phase of the RFA creation)

Application Instructions — which forms the applicant must include in the proposal

Version 2.12
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Creating a New Competitive RFA

1. Select the RFA tab located at the top of the webpage
2. Select the “Competitive” and “Create New from Scratch” options
3. Click Create RFA button

—

i e

= > Y -
- = - : . z — - ‘-' S
S | System Manage
‘; WJL i m i nppl e I Certifications Rﬂpurts m

Y/elcome to Grants Online Megan Agy. E Log Off

* Create RFA Advisoties >3 Create REA
+ Search RFAs

Create RFA

Choose Type:
@ Competitive O Mone

Choose Action:

& create Mew from Scratch (O Create New from Existing
Create RFA

Version 2.12
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Building a New Competitive RFA

Once you have successfully selected the option to Create a New Competitive RFA, you will need to
start building the RFA by populating the mandatory fields (denoted by a *) with data.

Building a Competitive RFA — Header Information

RFA Name (required)
Fiscal Year (required)

o gk R

Select a CFDA Number (required)

Anticipated Publication Date (cannot be today’s date or any date in the past)
Select an Assigned Program Office (required)
Select an Assigned Program Officer (required)

a. Only CFDA numbers associated with your line office will appear. If you have
a new CFDA number not in this list, contact the Help Desk

~

Select a Sub Program
8. Click the Save button

Create Competitive RFA

RF& Name® [

Fiscal Year® (v |

Announcement Type  Initial

Anticipated Publication |

Date® (MMDDMANYY)
Line Office™®
Assigned Program
Office™

Assigned Program
Officer®

CFDa Mumber®

Sub Prograrm

@

-Select a Program Office- e
-Select a Program Officer-

-Select a CFDA #- v

-Select a Sub Program-

Version 2.12
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Creating a New Competitive RFA

2 Note: Pages 10 and 11 represent creating a New RFA from an Existing one. For creating an RFA from
Scratch, continue on page 12. The remaining steps will be the same for both actions.

1. Select the RFA tab located at the top of the webpage
2. Select the “Competitive” and “Create New from Existing” options

Click Create RFA button

r Create RFA

i L ":'"-‘:.-

o |  Account System Manage
m LG Application | Award Management | Administration | Certifications Reports

Welcome to Grants Online Megan Agy. '-'Lng. l.'.ﬂ'f

Advisories > Create RFA
r Search RFAs

Create RFA

Choose Type:
@ Competitive O Moncompetitive

Choose Action:
) Create Mew from Scratch (8 Create Mew fram Existing

Create RFA

Version 2.12
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Creating a Competitive Request For Application

Building a New Ccompetitive RFA

Once you have successfully selected the option to Create a New Competitive RFA, you will need to
search for the existing RFA that you wish to build on.

Building a Noncompetitive RFA — Search Information
|

RFA Title
Funding Opportunity Number
CFDA Number

Fiscal Year (required)
Click Search
Click the Select Link beside the RFA ID

o0k wdE

Account
Management |

System
Administration

Manage
Certifications

Log off

Advisories > Search RFAs > RFA > Create RFA

Search for RFA

RF& Title [TEST

Funding Opportunity Mumber : |

|
|
CFDA Mumber ; | |
|

Fiscal Year : |
{use farmat ¥Yv¥vY)

Selected Type : Noncompetitive

\ 4

Search Results

One item found.1

Name Annuuncement Line Fiscal|Publication Cumetltlun Competitio
Office |Number| Suh nher Year |Date Name
Id Name

P | Select PO46074 Joint 1001331 11.431 OAR- 2006 2006-05-22
Humcane O A Q-
Testhed 2006~
2000737

Version 2.12
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IZ  Note: The RFA launch page only appears when doing “Create New from Existing”. When doing
“Create New from Scratch” you will be taken directly to the RFA details page. The remaining
steps are the same for both Creating New RFA from Scratch and for Creating New RFA from
Existing.

Building a New Competitive RFA — Additional Information

You will now need to click on the Go to RFA Details Page.

_., i

: e )
Account System Managg
- m i nppllcatlu“ i nagement Adinmtragon cﬂ cahu“s m
Welcome to Grants Online Megan Agy. Lng Off

+ Create RFA Advisories % Create RFA > RFA

» Search RFAs

RFA

Id: 2052171

Creator: IMegan Agy Create Date: 01/22/2007
Status: Status Date: 01/22/2007
Last Fdited llser: Megan A0y

Go to RFA Details Page ==

This document currently has no tasks assigned to you.

Yiew the routing slip ==

Version 2.12
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Creating a Competitive Request For Application

Additional Information

Upon successfully saving the RFA Header information, you will be prompted to enter additional
information about the RFA. This information includes funding amounts, due dates, contact information,
and application routing. The specifics for this process are demonstrated below:

Building a Competitive RFA— RFA Supplementary Information

1. Anticipated Funding Amounts
2. Anticipated Award Amount (Min and Max)
3. Anticipated Number of Awards (Min and Max)

Competitive RFA Details

RFA Header Information

Document ID 2052212
RFA Marme* [resT
Fiscal Year* (v) [2007 |

Announcement Type  Initial

Anticipated Publication
Date* (MDD D2/07/2007 |

Funding Cpportunity

O&aR-5G-2007-2000913

Mumber

Line Office™® Oceanic and Atmospheric Research (0AR)

gﬁgﬂed FakelEl) DAR Mational Sea Grant College Program (SG) v

gﬁgpfd Sl el Smithers, Cinama A

CFDA Number® 11.476 - Small Business Innowvation Research Program - DISCONTINUED v
Sub Program -Select a Sub Program- +

RFA Supplementary Information
anticipated Funding amount § | |.i\ctua| Funding amount $|

Min Max
anticipated Award Amount § | || |

anticipated Number of Award5| || |

Version 2.12
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Building a Competitive RFA — (Selected Addresses)
|
1. Click Add/Edit to identify an address. This is the location all paper based
proposals will be sent  (Please note: the picture below represents a lower portion
of the Grants Online screen — you may have to scroll down to see it)

Selected Addresses:
Mo addresses have heen selected.

Selected Contacts:
Mo contacts have been selectad.
AddrEdit

Recipient Informatioanpplication Details
Mo recipients have been selected.
Add Mewr

2. Type in search Query (usually Program Office Name)
3. Click Search

Search Addresses

Program Office Marme: |Snuth

Street Address: |

City: |
State: I
|

Zip:

Eml

Note: If you enter search criteria into more than one field, you are asking the system to
search and match all the information you entered. We recommend you enter the
organization’s name you are looking for and search — rather than entering the
oraanization’s name and address. etc.

=

Version 2.12
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Building a Competitive RFA — (Selected Addresses)

4, Select the address you wish to choose by clicking in the check box next to your selection (see
picture below)

5. Click Add to RFA

e

- - = 2
4 7 .
Welcome to Grants Online Megan Agy. Log Off

RS Aduisories >3 Create REA > REA

» Search RFAs

Competitive RFA Details
RFA Header Information

Document ID: 2052214 GFDA Number: 0
Announcement Type: Initial SubProgram: Mone
Funding Opportunity .o oo oo0e Loooo Assigned Program  OAR N
Number: Office: colleg
Line Office: Oceanic and Atmospheric Research (04R) G hd R
Officer:
’ Copy?2 of Ballast Water Technology Demonstration Program Anticipated
RE&:Name: (Research, Development, Testing and Evaluation Facility) Publication Date: B

Fiscal Year: 2006

Search Addresses

Program Office Name:
Street Address: I:l
State: |Please select & state =

Search Results

9 items found, displaying all items. 1

[ University of Texas, El Paso 500 W, University Avenusadministration BuildingRoom 209, El Paso, T¥ 79968-5816 USA

[] University of Texas, San Antonio 6300 Morth Loop1604 West, San Antonio, Tk 78249 US4
[] Yniversity of Texas, Arlingten UTA Box 19049, Arlington, Tx 76019-0001 USA

[] University of Texas, Dallas P O BOX B30688, Richardson, Tx 75083-0688 USA

[] University of Texas, El Paso Postfach 3060, Saarstrasse 23, El Paso, Tx 79902 USA

[] The University of Texas at Austin Office Of Sponsored Projects Morth Office Bldg, Suite 4.300, 101 E. 27th PO Box 7726,
[ University of Texas, Austin 750 Channelview Drive, Port Aransas, TX 78373-5015 USA

[] University of Texas 750 Channelwiew Drive, Port Aransas, TX 78373 USA

gf Texas, Smithswille  Park Road -C, Smithsville, T 78957 USA

LlUnive
Add to RFA

Version 2.12
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Building a Competitive RFA - (Selected Addresses)
]

6. If you need to add another address, complete steps 2-5 again. If you made a mistake, and
want to remove this address, click the check box by the organization’s name and select
Remove from RFA. You will then need to complete steps 2-5 to select a new address.

7. Once you are satisfied with your selected address(es), click Save and Return to Main

Search Addresses

Program Office Mame: |

Street Address: |

City: |
State: |
|

Fip:

Search Results

mothing found to display.

Add to RFA

Selected Addresses for this RFA

Qe iterm found.1

[T SOUTHEAST REGIOMAL OFFICE - MMFE 13148 Easttest Highweay, Silver Spring, MD 20910 LISA

Remove from RFA

Save and Return to Main

Version 2.12
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Creating a Competitive Request For Application

Selected Contacts

A minimum of one search criteria must be entered when searching for contacts. You will be able to
search by First Name, Last Name, Org Name, Street, City, State, Zip, Phone or Email.

Building a Competitive RFA- (Selected Contacts)
|

1. Click on the Add/Edit button under Selected Contacts. This is the person the applicant will
contact with any questions about this funding opportunity.

Competitive RFA Details
RFA Header Information

Docurment ID 103784 Announcemeant Type

Line Office ™ MATIOMAL MARIMNE FISHERIES SERYICE Funding Opporunity Mumber  NMFS-SERO-2005-100312

RFA Mame * |k30mpetitive FPO Manual

Fiscal Year* |2005 Anticipated Publication Date * |DSI1D;QDDS

Assigned Program Office * |SOUTH EAST REGIOMAL OFFICE - MMFS j Assigned Program Officer ™ IF'eterSDn, Charles j
CFDA Mumber* |11.433 - MARIME FISHERIES INITIATIVE j
Sub Frogram |SE Competitive j

RFA Supplementany Information

Anticipated Funding Amount § |1DDDDDD Actual Funding Amount §

tin Max

Anticipated Award Amount § |2SDDDD |5EIEIEIEIEI

Anticipated Mumber of Awards |1 |4

Selected Addresses:

Street Address City, State, Zip

1314 East-WWest Highway Silver Spring, MD 20910

Add/Edit

Selected Contacts:

Mo contacts have been selected.

Add/Edit

Version 2.12
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Building a Competitive RFA- (Selected Contacts)

]
2. Enter the search information for the individual you would like to identify and click Search

Search Contacts

First Mame: ||

Last Mame: |

Street:

|
|
Org Mame: | |
| |
| |
State: Please select a state v

|
Phone: |

E |

City:

Zip:

Version 2.12
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Building a Competitive RFA- (Selected Contacts)
|

3.  Select the address you wish to choose by clicking in the check box next to your selection
(see picture below)

4.  Click Add to RFA

Search Contacts

First Mame: |charles

Last Mame: |a|exander

Street: |

|
|
Ol'g Mame: | |
|
|

City: |

State: Please select a state v
Zip: | |
Phone: | |

Ernail: |

Search Results

One itemn found, 1

Charles E. Alexander National Ocean Service (MOS) 1305 EAST WEST HWY Silver Spring, MD 20910-3281 301-713-3125 test@aa.com

Add to RFA

Version 2.12
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Building a Competitive RFA- (Selected Contacts)
]

5. If you need to add another contact, complete steps 2-4 again. If you made a mistake, and want
to remove this individual, click the check box by the person’s name and select Remove from
RFA. You will then need to complete steps 2-4 to select a new address.

6. Once you are satisfied with your selected contact(s), click Save and Return to Main

Search Contacts

First Mame: |

Last Name: |

Strest:

|
|
Org Mame: | |
| |
| |
State: Please select a state v

Zip: | |
Phane: | |

City:

Email: |

Search

Search Results

Nothing found to display.

Add to RFA

Selected Contacts for this RFA

2 items found, displaying all items.1

(m[ontaci ameJorahome ———— adiess i)

[] M=. Megan Ann Agy OAR MNational Sea Grant College Pragram 1315 EAST WEST HWY, Silver Spring, MD 20910~ 301

(5G) azaz 243

[ Charles E. Mational Ccean Service {(NOS) 1305 EAST WEST HWY, Silver Spring, MD 20910~ 301

&lexander 3z81 31z
Remove from RFA

Save and Return to Main
1

Version 2.12
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Building a Competitive RFA - (Program Elements/Funding Priorities)

1. Select Add/Edit

Selected Addresses *

Street Address City, State, Zip

EO00 W, University Avenueadministration BuildingRoom 2089 El Paso, T 79958-5816
Add/Edit

Selected Contacts *

Contact Name

Mr. Dorn W, Carlson (301 713-2435 1315 EAST WEST HWY, Silver Spring , MD 20910 test@aa. com
Add/Edit

Program Elements/Funding Priorities *
Mo Program Elements/Funding Priorities Available

add/Edit

Building a Competitive RFA - (Program Elements/Funding Priorities)
|
Version 2.12
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2. Input the Program Element/Fund Priority Name
3. Input a Description
4. Click Save

Advisories > Create RFA > RFA

Competitive RFA Details

—RFA Header Information

Document ID: 2052214
Announcement Type: Initial

Funding Opportunity

QOAR-SG-2006-2000914
Mumber:

Line Office: COceanic and Atmospheric Research (OAR)

Copy2 of Ballast wWater Technology Demonstration Program
{Research, Development, Testing and Evaluation Facility)

Fiscal Year: 2006

RFA Mame:

CFDA Number
SubProgram:

Assigned Prog
Office:
Assigned Prog
Officer:

Anticipated
Publication Dg

Add Program Element/Funding Priority

FProgram Element/Fund Priority Mame: *

[TEST

Description: *

TEST

Spell Check

Cancel

Version 2.12
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Building a Competitive RFA - (Program Elements/Funding Priorities)

5. Select Add if you wish to add another Program Element/Fund Priority
6. Click Done

Program Element/Fund Priorities

m PE/FP Name

TEST TEST Edlt Delete
Eeorder

add ==

<« Done

Version 2.12
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Competitions

Every competitive RFA in Grants Online needs to have a competition. The competition is the meat and
bones of a competitive RFA in that it is the place where the FPO defines due dates, funding amounts,
routing, recipient types, review events (a necessity), minimum requirements, etc. You many have multiple
competitions under one RFA, as each competition results in a selection package. However, please note that
each competition also needs a Review Event. Review Events are discussed at a later point in this manual.

Building a Competitive RFA- (Creating a Competition)
]
1. Click Save to capture the changes we've made so far

2. Click Add New under the Competitions header to create a new competition

Competitive RFA Detalls

RFA Header Information

Docurment ID 103784 Announcement Type
Line Office = MATIOMAL MARIME FISHERIES SERVICE Funding Opporunity Mumber  MMFS-SERO-2005-100312
RFA Mame * |Cumpetitive FPO Manual
Fizcal Year™ |2I:II]5 Anticipated Publication Date ™ ID5I1DQDD5
Assigned Program Office * |SOUTH EAST REGIOMAL OFFICE - NMFSj Assighed Program Officer * |F'eterson, Charles j
CFDA Mumber * |11.433 - MARIME FISHERIES INITIATNVE j
Sub Program |SE Competitive j
RFA Supplementary Information
Anticipated Funding Amount § |1E|E|E|E|E|E| Actual Funding Amaount §
Min [EES
Anticipated Award Amount § |2EDDDD |EDDDDD
Anticipated Mumhber of Awards |1 |4
Selected Addresses:

Street Address City, State, Zip

1316 Eastiiest Highway Silver Spring, MD 20910
Add/Edit

Selected Contacts:

Contact Name Phone ___laddress __________ __________Jemal __________|

Wr. Charles Marcus Peterson 301-713-0105 1315 East-West Highway, Silver Spring, MD 20910 charles.petersoni@noaa.goy
AddiEdit

Program Elements/Funding Priorities:
Mo Program ElementsiFunding Priorities Available

Add/Edit

Competitions:
Press Save hefore selecting the following link(s)

' fition
Ladd ren
Create Publicationis) Save & Continue

Version 2.12
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Building a Competitive RFA- (Creating a Competition)
|

Enter Competition Name (automatically defaults to be the same name as the RFA)
Enter Fiscal Year
Select Competition Type

Select Competition Manager (this is the person who will work on the Selection Package, Confirm
Review Events, etc.)

7. Click Save

o 0k w

e
| Account System Manage
L%ﬂw Award Management | Administration | Certifications Regorts

Welcome to Grants Online Chades Peterson "‘Log‘ off

Competitive RFA Details

RFA Header Infoermation

Document 1Dz 103784 CFDA Number: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Number: MMFS-SERQ-2005-100312 Assigned Program Office: SOUTH EAST REGIORAL
Line Office: MATIONAL MARINE FISHERIES SERVICE Assigned Prograrm Officer: Charles Peterson

RFA Hame: Competitive FPO Manual Anticipated Publication Date: 05M1 02005

Fiscal Year: 2005

Competition Name*lCompetiti\re FPO Manual Fiscal Year* [2005

Campetition Type * & Group © Individual Qualification

Competition Manager*lCharIes Petersan j

s
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Building a Competitive RFA- (Creating a Competition)
]

8. Select Selecting Official

9. Select applicable Recipient Types (those recipients who are eligible to compete for funding)

10. Enter the Anticipated Federal Funding for this competition (Min and Max)

11. Enter the Application due date

12.  Enter the Application due time

13.  Enter the Anticipated Award Date

Competition Mame * |TE5T Fiscal Year * |2007

Competition Type * @& Group O Individual Qualification

Competition Manager * | Cinama Smithers | Selecting Official * | James Murray bt

Available Recipient Type Selected Recipient Type
il <<

County Government State Gowernment

Special District Government City or Township Gowvernment
.5, Territory or Possession E Regional Organization
Independent School District hid

Actual Funding aAmount for this Competition | |

Min IMa
Anticipated Federal Funding for this Competition * |1E|E|DDDE| || |
Reguired Federal Funding {in Dallars) per Application | [l |
Cost Share (%) per Application | || |
Anticipated Competition Schedule
Pre-4pplication Due Date b | |Time : | | PM
Application * Days after RFA Publication Date |1D |Time : |1E|:E|D| P
Anticipated Award Date * (100 Days after application Due Date

Yiew Anticipated Competition Schedule
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Application Routing

Selecting the application routing is required when creating any RFA. This will determine who will
process the proposal/application. You have the ability to identify routing by workload, state or
Priority/Program Element. Upon selecting a routing method, the other methods will be “disabled”. If a

routing method has been selected in error, the user must clear all selections made and save the
changes.

Warning! If you neglect to configure routing, the applications will NOT be
sent to an FPO for processing. This is a necessary action!

Building a Competitive RFA- (Application Routing)

1. Select either Workload or State routing

a. Workload: This routing method means you select different individuals who will receive
applications throughout workflow. Each application will be distributed on a round robin
basis depending on the individuals you designate in the workload routing.

b. State routing: This routing method allows for you to create groups by states. You can
identify a single state, or a group of states you would like in a group, and then you can

identify the Program Officers that would look at the applications from that particular group of
states.

2. Once you have chosen a routing type (Workload or State), select Configure Routing

Application Routing

Cworkload O State Configure Routing

Note: Workload is the option selected in most cases. Whoever is identified as the
G selected user in routing will be the person who receives the task to perform the
' Minimum Requirements on the submitted application. The Federal Program
Officer (FPO) who receives this task has the ability to reassign the task to another
FPO.

A Warning: Whoever completes the task to perform minimum requirements on the
application is the individual who will “own” that application. That FPO will
also receive tasks to perform and work on the following actions:

Conduct Negotiations, PO Checklist, Procurement Request and
Commitment of Funds (CD 435) and NEPA Document.
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Building a Competitive RFA- (Application Routing)

3. Click on the name of the person(s) you would like to receive applications (to select more than
one, hold down the Ctrl key and use the mouse to highlight) and then click on the - &l putton.
The selected individuals will now display in the Selected Users to receive applictions for this
competition field. Remember, if you identify more than one individual, the applications will be
routed in a round robin format.

m

Welcome to Grants Online Salomon King (Log Off
competitive RFA Details

RFA Header Information

Document ID: 103373 CFDA Humber: 11.438

Announcement Type: Initial SubProgram:

Funding Opportunity Number: NMFS-SERO-2005-100280 Assignhed Program Office: SOUTH EAST REGIOMNAL
Line Office: NATIOMNAL MARIME FISHERIES SERVICE Assigned Program Officer: Mr. Soloman King

RFA Name: FPO Manual 2005 Noncompetitive RFA Type: Congressionally Directed
Fiscal Year: 2004

Application Routing Configuration Method: WorkLoad

Awailable Users Selected Users to receive applications

e
|

buck, jeff

Delegates, t I

Drescher, Steve

King, Solormon

La Fawe, Mark

Peterson, Charles H

ProgramOfficer, Uncertified

Shevde, Yikram
Test, Bala x|

m Cancel

Note: If a user has been selected in error, highlight the name and
: click the top double arrows to push the user back to the
< Available User box.

4. Once you have selected the appropriate person(s), click Save
a. Click Cancel to go back to the previous page (without capturing your changes)

Application Routing Configuration Method: WorkLoad

Available Users Selected Users to receive applications
or this competition

buck, jeff King, Solomaon

Delegatee, t

Drescher, Steve H

La Fave, Mark

‘Feterson, Charles

ProgramOfficer, Uncertified H
Shevde, Wikram

Test, Bala

Tester, h d

[Soe]
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Building a Competitive RFA- (Application Routing)
|

You will now be taken back to the competition detail screen. As you can see, State Routing and
Program Element are both listed as disabled. This is because you can only have one routing method
per RFA.

4, At this point in time, click the Save button at the bottom of the page. We have now entered
ALL the mandatory information, so your work will now save.

a. Cancel will take you out of this page without capturing the changes you made

b. Save and Continue will initiate workflow — do not click this button until you have
completed the RFA

Competsnan Marme * |mau55 2007 Fiscal Year * 2007

Competition Type *  OlGroup & Individual Qualification

Competton Manager * | Jacguas Olnaer v Salecting Offical * | Jonathan Eigen W

Available Recipiont Type

<
State Goverrment Public/State Controled [nstitutson
County Govamenent Private Institution of Highar Educat
City or Townshp Govemment u
Special District Govemnmaent -

Actual Funding Amaunt for this Competition 2,075.000.00

Min Max
anticpated Fedgral Funding for this Competition *  [2,075,000.00 |[2.075,000.00 ]
Requrad Faderal Fundng (in Dollars) per Application [41,500.00 | [#1,500.00 ]
Cost Share (%) per Application | ||1|:':| |
Anticipated Competition Schedule
Pra-Appiication Due Date | | Tiene : | | PM >
Application * Due Date ~ |01/23/2007 | i : | | Pr o~

Enbopated Award Date = Days after Application Dws Date

View Anticipated Competition Bchedule

Application Routing *
= woarkload == State [Dizabled) Configura Rouling

If wou are craating this competition, press Save before selacting the followdng links,
- [y ) - M

L] -

IS | seve s continue R Goncul
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Building a New Competitive RFA - (Changing Application Routing)

]
If you have determined that you selected the wrong routing type, and wish to change it, perform the
following steps: (If you would like to continue creating your RFA, skip to page 37)

1. Click on Configure Routing

Compettion Name * [Knauss 2007 Fiscal Wear =

Competbon Type ﬁc.rl:up & mdividual Gualification

Competton Manager * | Jacguas Olner ¥ Selecting Offical * | Jonathan Eigen W

Available Recipiont Type Selected Recipient T

< |
State Governmaent Public/State Contraled Institutson d
County Govermment Private Institution of Highar Educal
City or Township Govemment '
Special Distnct Govemment w

Ackual Funding Amaount for this Competibion 2,075, 000,00

Min Max
anticipated Federal Funding for this Competition *  [2,075,000.00 |[z.075.000.00 ]
Required Faderal Funding (in Dollars) per Application [41,500.00 |[+12,500.00 |
Cost Share (%) per Agahiabion | ”1[“] |
Anticipated Competition Schedule
Fra=Application Duse Date * | | Toene | | P
application * Duse Date * |0L/23/2007 | Time ;| | P

Enbiopated dward Dabe = Days after applcation Duwe Date

View Anticipated Compatition Schedule

Application Routing *

If you are creating this compaetition, press Bave before selecting the following links,
- Y Y t - " t

- - a5

[save | save & continue | Cancel
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Building a New Competitive RFA - (Changing Application Routing)

2.
3.

Highlight the names of the individuals that had previously been selected and click the & button

Click Save

Application Routing Configuration Method: WorkLoad

Available Users Selected Users to receive applications
or this competition

buck, jeff King, Solomon
Delegates, t

Drescher, Steve H
La Fave, Mark

Peterson, Chatles

FPragramOfficer, Uncertified

Shevde, Vikram

Test, Bala

Tester, M hd|

Save ] Cance
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Building a Competitive RFA- (Changing Application Routing)

4, You will be taken back to the Competitive RFA Details screen. (Note that none of the routing
buttons are listed as disabled)
5. Select the radial button next to State

6. Click Configure Routing

Competition Marme * ICDmpetiti\re FPO Manual Fiscal Year™ |2EIDS

Competition Type * & Group © Individual Qualification Competition Manager * | Charles Peterson =
Available Recipient Type Selected Recipient Type

County Governrment

City or Township Governrment Laocal ¢ rrent

Interstate Independent Schools District

Intermunicipal State Controlled Institution of Higher Learning

Actual Funding Amount for this Competition |

in (LY

anticipated Federal Funding for this Competition = |25EI 000.00 |5EIEI a00.00
Required Federal Funding {in Dollars) per Application | |
Cost Share (%) per Application | |
Anticipated Competition Schedule
Pre-Application IDue Date j | Time: I IPM j
Application | Days after RFA Publication Date x| [30 Time: [05:00  |PM =]
Anticipated Award Date * |19|:| Days after Application Due Date

View Anticipated Competition Schedule
Application Routing

= workload  © State I Configure Routing

If you are creating this competition, press Sawve before selecting the following links.
» Review Events & Minimum Reguirements
« Special Award Conditions

m Save & Continue
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Building a Competitive RFA- (Changing Application Routing)

7. Click Add New

Application Routing Configuration Method: State
Mo state routing groups have been created

Add Mew

Save and Return to Main
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Building a Competitive RFA- (Changing Application Routing)

8. Provide a name for your routing group (you can have multiple groups)

9. Highlight the states you would like to include in your routing group, and use the® button to
select them

10. Highlight the users who will work on applications from the states in this group and use the-

button to select them

a. Proposals/applications from the states in this routing group will go to the Federal Program
Officer selected so that the FPO can perform the Minimum Requirements check on the
submitted application. Each application will be distributed on a round robin basis amongst

the selected users you chose in this routing group.
11. Click the Save button

Application Routing Configuration Method: State

8. >
Routing Group Marne® IND”h East Region
Availahle States Selected States
H Delaware
9. —»| NENHE ' Connecticut

— faine
Mew York H Massachusetts
Marth Carolina |

Available Users Selected Users

]

Drescher, Steve

H King, Salaman

Shevde, Wikram
Test, Bala |

[cancel [ Sove |

i

11.

any of your routing groups, then it will NOT be routed through in

i Warning! If an application comes in from a state that you did not select in

workflow.

Example: if an application comes in from PA, but PA was never
selected as a state in any of the routing groups, then the

application will not be routed to anyone.
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Building a Competitive RFA- (Changing Application Routing)

12.

13.

14.

15.

Application Routing Configuration Method: State

Name _____[states Assigned m

Marth East Cannecticut Delaware Massachusetts Edit D
Region Maine

Save and Return to Main

Application Rowting Configuration Method: State

Routing Graup Mame* ||

Availahle States Selected States
California =]

Colorado =" H

ZCT=

<[E=

istied of Columbia H
Federated States of Micronesia x|

Available Users Selected Users
buck, jeff :I <<]
Delegatee, t

Drescher, Steve

King, Solomon H

La Fave, Mark =l

E=1 E3

You how have one routing group identified. Select Edit or Delete if you would like to make
changes to this group

Click on Add New to identify another routing group

When creating a new group, note that states already selected appear as seen below in the red
box — this is to let you know not to select that state again.

Follow steps 8-11 to create another routing group.
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Building a Competitive RFA- (Changing Application Routing)

16. Once you have created all the groups you need, click Save and Return to Main

Application Routing Configuration Method: State
Name " [States Assigned =

MHarth East Connecticut Delaware Massachusetis Edit
Fegion Maine

West Coast California Colorado Mew Mexico Kevada  Edit
Cregaon

,_‘.
)
)
=
[t

Add Mew

Cancel

Save and Return to Main I
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Building a Competitive RFA- (Minimum Requirements)

We now want to work on the hyperlinks displayed below the routing section: Minimum Requirements,

Application Instructions, Special Award Conditions and Review Events.

1. Before you click on any of the hyperlinks in the, click the Save button
2. Click on the Minimum Requirements link
Competition Mame * ICnmpetitive FPO Manual Fiscal vear™® IEDDE
Competition Type * & Group © Individual Qualification Competition Manager*|CharIes Petersan j

County Government j H

City ar Township Government

Interstate H

Interrmunicipal hd|
Actual Funding Amount for this Competition I
Min Tt 3¢
Anticipated Federal Funding for this Competition * |QEDDDD |SDDDDD
Reguired Federal Funding {in Dollars) per Application | |
Cost Share (%) per Application | |

Anticipated Competition Schedule

® ywarkload - State (Disabied) - Program Element (Disatied) Configure Routing

If you are creating this competition, press
s Review Events

e Special Award Conditions

m Save & Continue

Pre-Apnlication |Due Date j | Time:|
Application * |Days after RFA Publication Date x| |3EI Time: |E|5:DEI
Anticipated Award Date * |190 Days after Application Due Date

View Anticipated Competition Schedule
Application Routing
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Building a New Competitive RFA- Other (Minimum Requirements)

A standard set of minimum requirements is automatically populated in this screen.

1. To view or edit a requirement, select Edit
2. To delete a requirement, click Delete
Selected Minimum Requirements
Requirement Name m
1 Eligible Applicant Edit D
2 Application Received by Deadline Edit Delete
3 Application Meets Minimum Federal Funding Edit Delete
4 Application Meets Maximum Federal Funding Edit Delete
A Application Meets Minimum Match Edit Delete
G Application Meets Maximum Match Edit Delete
i Caomplete Application Edit Delete
Feorder
Add ==
== Done

Note: As an FPO, you are identifying the requirements that the applicant must meet in
order to be considered for an award under this RFA. The purpose of this section
is for you to denote the items you want verified when an application is submitted.
This allows for evaluation consistency across all applicants under this RFA.
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Building a Competitive RFA- (Minimum Requirements)
|
To add a new requirement click Add>> (as seen on the previous page)

Enter the requirement name

Enter the description of the requirement

Click Save

Click Cancel to go back to the previous page (any changes made on the page will not be saved)

No g~

Add Minimum Requirement
Mame: ™ |Name of Mew Reguirement
Enter specifics here ;I
Description:™
[~
[Sow |
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Building a Competitive RFA- (Minimum Requirements)

8. The system will take you back to the Minimum Requirements page, where you can add a new
requirement, reorder existing requirements, or select <<Done to continue working on the RFA

Selected Minimum Requirements
Requirement Name m
1 Eligible Applicant Edit D
2 Application Received by Deadline Edit Delete
3 Application Meets Minimum Federal Funding Edit Delete
4 Application Meets Maximum Federal Funding Edit Delete
E Application Meets Minimum atch Edit Delete
f Application Meets Maximum Match Edit Delete
T Complete Application Edit Delete
g Mame of Mew Requirement Edit Delete
Reorder

Add ==

9. Once you click <<Done, the system will bring you back to the Competition Details screen.
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Application Package

This section allows for you to identify what types of forms the applicant needs to submit as part of their
application package. The forms that are listed under the Available Forms section represent the OMB
approved Pure Edge Viewer forms. If you require an additional form that is not listed, you may add that form
to the instructions (see steps 4-6 below).

Building a Competitive RFA- (Application Package)

1. Scroll down to the bottom of the screen and click on the Application Package link

Competition Name * |Competitive FPO Manual Figcal Year ™ IEDDS
Competition Type* % Group © Individual Qualification Competition Manager*|CharIes Feterson j
Awvailable Recipient Type Selected Recipient Type

County Government

City or Township Government
Interstate

Interrmunicipal

Actual Funding Amount for this Competition |

Min I
Anticipated Federal Funding for this Competition * |2SDDEID ISDDDDD
Required Federal Funding {in Dollars) per Application | |
CostShare (%) per Application | |
Anticipated Competition Schedule
Pre-spplication |Due Date j | Time:| IF'Mj
Application * [Days ater RFA Publication Date =] [30 Time:[05:00  [PM =]
Anticipated Award Date ™ |190 Diays after Application Due Date

Yiew Anticipated Competition Schedule

Application Routing

& \orklnad - State (Disablec) - Program Element (Disabiec) Configure Routing

If you are creating this competition, press Save before selecting the following links.
= Review Events
= Special Award Conditions e Application Instructions

m Save & Continue
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Building a Competitive RFA- (Application Package)
]
1. From the first drop down menu, select a Form Family

2. From the second drop down menu, select a Template
3. Click Save

Application Package

Select a Form Family : * |SF-424 v

Select a Template : * NOAA - SF 424 v2 only v

Mandatory Forms

SF-424

Optional Forms

Other Attachments Farm

[Scl oo

For Non-Competitive RFAs, you may attach Application Instructions to the RFA. Use Application Instructions as the short description.

Only one file may be attached at Grants.gov as Application Instructions. The preferred file format is pdf.

1 Attachments:
4, If you wish to specify another document you want the applicant to submit (that is not listed under
Available Forms), click the_Attachments link
5. Browse for the file you wish to attach, and enter a brief description

0. Click Save Attachment

= Attachments:
Mo attachments,

Add new Attachment: [-]

Filename: * Browse...

Description: ™

Spell Check

Internal use arfly []

Save Attachment
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Building a Competitive RFA- (Application Package)

7. Once you are satisfied with the Application Package section, and the selected
forms/documents, click Save

Application Package
Save was successful.

Select a Form Family  * SF-424 A

Select a Template @ * NOAA - SF 424 w2 only b
Mandatory Forms

SF-424

Optional Forms

Other Attachments Form

I 1) corcer |

For Non-Competitive RFAs, you may attach Application Instructions to the RFA. Use Application Instructions as the
Only one file may be attached at Grants.gov as Application Instructions. The preferred file format is pdf.

3 Attachments:

8. Once you click Save, you must click to return to the Competitive RFA Details screen.

Note: 1. Nearly all NOAA opportunities have a standard application package consisting of: 424, 424a,
424b and CD511

. CD346 and SFLLL are optional forms, however certain applicants will have to complete those
forms and add them to the proposal package

3. The CD346 is not available in Grants.gov, so you as a program officer must inform applicants to
get that form from DOC forms library and attach a completed version to their proposal package.

4. For construction package the 424c and 424d would be used in lieu of 424a and 424b

5. A standard application package includes project narrative and budget narrative files — these are
not forms, they are whatever the applicant wishes to upload

6. Steve Drescher uses one of the standard application package formats when uploading to

Grants.gov, therefore, if you have something specific needed, make sure you let him know via
email.
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Special Award Conditions

This section allows you to identify any Special Award Conditions (SAC) that will be applied to every
recipient under this RFA. This is not a required field and should be used if only you need to identify a

SAC that will apply to all recipients under this RFA

Building a Competitive RFA- (Special Award Conditions)

1. To specify or view Special Award Conditions, click on the Special Award Conditions link (If

your RFA does not require any Special Award Conditions, skip to page 64)

Competition Name*|Competiti\re FPO Manual Fiscal Year™ IEDDS
Competition Type* & Group © Individual Qualification Competition Manager*lCharles Peterson j
Available Recipient Type Selected Recipient Type

County Government

City or Township Government

Interstate

Interrnunicipal =

Actual Funding Amount for this Competition |

Yiew Anticipated Competition Schedule

Application Routing
& workinad - State (Disabiec) — Program Elerment (Disabiec) Configure Routing

If you are creating this competition, press Save before selecting the following links.
« Minimum Reguirements
Special Award Conditions e Application Instructions

m Sawve & Continue

hin M ax
Anticipated Federal Funding for this Competition * |QEDDDD |SDDDDD
Required Federal Funding {in Dollars) per Application | |
Cost Share (%) per Application | |
Anticipated Competition Schedule
Pre-Application |Due Date j | Time: | IF'M j
Application * | Days after RFA Publication Date | [30 Time: [05:00  |PM =]
Anticipated Award Date * |1BD Diays after Application Due Date
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Building a Competitive RFA- (Special Award Conditions)

1. Click on the Create From Scratch link

Special Award Conditions

Create From Scratch

Available Special Award Conditions
Mo awvailable Special Award Conditions found.

Save and Return
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Building a Competitive RFA- (Special Award Conditions)
]

2. Enter the Name (required)

3. Enter the Description (required)

4, Click Save to capture the changes and stay on this screen OR click Done to capture the
changes and go back to the previous screen
a. Click Cancel to leave the screen without making any changes

Special Award Condition Details

Marne: ™ Minarity Sering Institution

Descrption:™ |The applicant must provide proof that. .. |=]

fao racm0
[save [Joone [ cancel |
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Building a Competitive RFA- (Special Award Conditions)

5.

There is now a Special Award Condition established for this RFA. If you would like to edit the
SAC, click Edit. If you want to delete it, click Delete.

You can select Create From Scratch to identify another SAC, or select Save and Return to
continue creating your RFA

THEA ACducr LTITOormndurori

Document ID: 2052225 CFDA Number: 11.417
Announcement Type: Initial SubProgram: MNone

Funding Opportunity Assigned Program

0AR-SG-2007-2000915 OAR Mational Sea Grant Collg

Number: Office:
Line Office: COceanic and Atmospheric Research {0AR) S:fsléi?_ed Program Mr. Dorn W, Carlson
Copy3 of Ballast Water Technology Demonstration Anticipated
RFA Name: Program (Research, Development, Testing and cipal 04/08/2007
X o Publication Date:
Evaluation Facility)
Fiscal Year: 2007

Copy of Ballast Water Techn
Program {Research, Develop
Evaluation Facility)

Competition

Competition Number: 2052226 i
Name:

Anticipated

Application Due Date: O taley 2l

Special Award Conditions

Create From Scratch

Available Special Award Conditions

Name _________Joescription _______________________________________________[options |

test test Edit Delete

Save and Return Cancel
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Review Event

Although Review Events currently occur outside the Grants Online system, you are still required to
create a Review Event during the competitive RFA building process. The following pages detail a
workaround that allows for you to skip many of the steps associated with performing a “dummy” review
in Grants Online.

Building a Competitive RFA- (Review Event)

1. Click on the Review Events link

Competition Name*|Competitive FPO Manual Figcal Year® IEDDE
Competition Type* & Group © Individual Qualification Competition Manager*lCharles Petersan j
Available Recipient Type Selected Recipient Type

County Gowernment

City ar Township Government
Interstate

Intermunicipal

Actual Funding Amount for this Competition |

ffin e
Anticipated Federal Funding for this Competition * |QSDDDD ISDDDDD
Redquired Federal Funding {in Dollars) per Application | |
Cost Share (%) per Application | |
Anticipated Competition Schedule
Pre-Application |Due Date j | Tirne: I IPM j
Application * [Days after RFA Publication Date =] [30 Time: [05:00 [PM =]
Anticipated Award Date ™ |190 Days after Application Due Date

View Anticipated Competition Schedule

Application Routing
* Warkload - State (Disablec) — Program Element (Disabiec) Configure Routing

I pe0 is competition, press Save before selecting the following links.

ALe gating
Review Evants e Minimum Reguiremeants

e Special Award Conditions o Application Instructions

m Save & Continue
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Building a Competitive RFA- (Review Event)

2. Click on Add New>>

e s e
Account
Management |

G4SN Pre-Award

System Manage

S Administration | Certifications

S m

Welcome to Grants Online Chardes Peterson '-Lug Off

*C ix
dhoickis RFA Header Information

¥ Search

Document ID: 1037584 CFDA Number: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Humber: MMFS-SERO-2005-100312 Assigned Program Office: SOLUTH EAST REGIOMAL OFFICE
Line Office: MATIOMNAL MARIME FISHERIES SERVICE Assigned Program Officer: Mr. Charles Marcus Peterson
RFA Name: Competitive FPO Manual Anticipated Publication Date: 051052004

Fiscal Year: 2005

Competition Number: 103786 Competition Name: Competitive FPO Manual

Anticipated Application Due Date: 20

Review Events

Ma review events have been defined.

== [one
3. Enter Review Event Name
4, Select Review Basis

a. Aslong as we are conducting reviews outside the system, you should select Independent
Individual Merit — regardless of the type of review you are actually performing

5. Click Save

= i T
_-"‘-._ _-‘“*

Account
Management |

System Manage

Awerd Administration | Certifications

Reports m

VWelcome to Grants Online Chares Peterson ".Lug off

RFA Header Information

Document ID: 103784 CFDA Humber: 11.433

Announcement Type: Initial SubProgram: SE Competitive

Funding Opportunity Number: MMFS-SERC-2005-100312 Assigned Program Office: SOUTH EAST REGIONAL
Line Office: HATIOMNAL MARINE FISHERIES SERVICE Assigned Program Officer: Mr. Charles Marcus Peter
RFA Name: Competitive FPO Manual Anticipated Publication Date: 051 052005

Fiscal Year: 2005

Competition Humber: 103786 Competition Hame: Competitive FPO Manual

Anticipated Application Due Date: 30

Review Event Information

Reviews Event NEImE:*IFF'O Cormpetitive Manual|

Review Basis:* |Independent Individual Merit = |

Cancel
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6. Enter Anticipated Review Start Date (cannot be before application due date)

7. Enter Anticipated Review End Date

Note:

You can set the Review Event Start and End dates to meet your needs, however in

@ order for the workaround to function properly the Review Event CANNOT be set to

begin in the past.

Review Event Information

Review Event Mama:™ |FF'O Competitive Manual

Review Basis: * Independent R eview

Summary Score Determination: * I Mean vI

Anticipated Review Start Date™ |05f1 209005

Primary Scoring Method: = IN':' configured methods j

Cutoff Scara: I

Anticipated Review End Date:* |E|5f15f2[||:|5

8. Select a scoring method, Quantitative or Qualitative (we recommend Quantitative for the purpose

of the review event workaround)
9. Quantitative Scoring:
a. Percentage or Points

i. If you select Points, be sure to enter the total number of points in the Total Points box

10.

Click the Define Criteria button to provide more detail about the scoring method

Quantitative Scoring

CQuantitative Scoring Type: *
~ Percentage

@ Paints Total Points{10
' Neither

Define Criteria

Qualitative Scoring:

Mo gualitative scoring methads have been defined.
Add Mew ==
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11. Click Add New>> to define the point scoring criteria

Criteria for Quantitative Scoring - Points
Mo criteria have been defined.

Designated Total Points: 10.0

Add Mew ==

== izancel ==Done

12. Define first criteria

13. Provide Name

14. Enter Minimum Score
15. Enter Maximum Score
16. Enter a Description

17. Click Save to capture changes and continue on OR click Cancel to go back without saving your
changes

Criteria for Quantitative Scoring - Points

Mame: * |Criteria 1

Minimum Score: |1

Maxirnurn Score: * |1D

Spell Check

Enter description of criteria here ;I

Description: *

=] =
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|

18. If you need to add more criteria click Add New>>

19. If you need to edit or delete the criteria click Edit or Delete

20. You may also reorder the priority of the criteria by clicking Reorder>>

21. Once you are finished entering the criteria for the Review Event, click <<Done (This will take
you back to the Review Event details page)

22. If you would like to go back to the Review Event details page, click <<Cancel

Criteria for Quantitative Scoring - Points

brigiy rceHamo_ BinimmScorehasimum Scorck i ot

Criteria 1 1 Edit Dielete

Sum of Maximum Scares: 10.0
Designated Total Points: 10.0

Add Mew ==
Reorder ==

== izancel E=Dong
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|

23. Enter the Reviewer Instructions in the text box provided

24, Click Save to capture the changes and stay on this screen

25. Click Save & Continue to continue working on the RFA

Note: If you receive a red error message at the top of the screen be sure to make the
necessary changes and click SAVE before moving on, otherwise your edits will not
be captured

Review Event Information

Review Event Name:* IFF'O Competitive Manual

Review Basis: * Independent Review Primary Scoring Method: = IOuantitati\re - Points j
Summary Score Determination:*m Cutoff Score: I

Anticipated Review Start Date:* IDSHZQDDS Anticipated Review End Date:™ IDEM 5/2005

Quantitative Scoring

Guuantitative Scaring Type: *
-- Percentage (Disabled)

@ Points Total Points{10
- Meither (Disabled

Define Criteria

Qualitative Scoring:

Mo qualitative scoring methods have heen defined.
Add Mew ==

Reviewer Instructions

Enter instructions that you would normally send to the reviewers here — FALD will review these at a ;I
later date

| -
I Spell Check
m I Save & Continue m
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26. Independent Review page displays Navigate to Associated Documents and click on the link
next to RFA

Independent Review

ad: 2019900
Lreator: - Croato Batad 11,0270

Blatus: Status Data: 117
Lawt Cditad Usar: L)

Action: Please telact an sction C it |

Four Gommonts: 1

4 Artachmenis;

—RFA Header Informatiorn

Documnat 1D 291 CFDA Nurmbor: 11.419
Annpnunesmnet Type:  fon EubPragraim:
Funding Oppartunity i imimmns_immmm_ o - Assigned Program  NOS 04fice of Ocean an)
NuFnBIF: NOS-0CRM-2007- 2000461 oifica: Manaament { OOk
R Assigned Program .
Ling OMics: Matwnal Scean Sarvece (H0S) ﬂ'l‘!ln?:r! 9 Mo, Ehsabath Horgan
. Coastal and Estuanng Land Consensation Anticipatod —
BB o Program -- FY2007 Pronty Lst Publication Date: LL30/2005
Fiscal Faar: 2007
-
Compotition kumber: 2000062 Competition Name: 235t and Estuaning L

Progeas -- FY2007 Priod
Anticipated Application

Dive Dake: 123042005

Sub Bocuments

Ol (b Toisndgl 1

Rovigrs Sumesary
]
Export options

Assaclated Documents

2 it found, daplaying all Bami. 1

astal and Estuanng

Conservaton
Frogram =-..

Copempad i baon Coasial and Esfuanng 11,722, 2005 B0 OO
Land Comsarvataon
Program --..

Export optiand
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FFO and Omnibus Synopsis

Each competitive RFA requires the creation of an FFO and an Omnibus. Those documents will be
published on Grants.gov and will provide the applicants with the instructions for applying to this RFA.
You will want to make sure your information is as accurate as possible, as FALD will be reviewing
these documents before they are published on Grants.gov

1. The RFA Header page now displays
2. Click on the Go to RFA Details Page>> link

RFA

Id: 103784

Creator: Charles Peterson Create Date: 05/08/2005
Status: RFA Creation InProgress  Status Date: 05/09/2005

Last Edited User: Charles Feterson

Goto RFA Details Padge ==

This docurment currently has no tasks assigned to you. However, you may view previous workflow history and comments ==

RFA Header Information

Document 1D: 103784 CFDA Humber: 11.433
Announcement Type: Initial SubProgram: SE Caompetitive
Funding Opportunity Humber: MMFE-SERO-2005-100312 Assigned Program Office: S0OUTH EAST REGI
Line Office: MATIONAL MARIME FISHERIES BERVICE Assigned Program Officer: Mr. Charles Marcus P
RFA Hame: Competitive FPO Manual Anticipated Publication Date: 051 0/2005

Fiscal Year: 2005

Sub Documents

2 iterms found, displaying all items.1

Competition 103786 Competitive FPO Manual  Charles Peterson  05/09/2005  Charles Peterson  IM Progress  05/08/2005
Review Event 103787 FPOD Competitive Manual  Charles Peterson  059/09/2005  Charles Peterson I Progress  05/08/2005

Associated Documents
Mothing found to display.
Additional Documents
Mothing found to display.
Associated Attachments

Mothing found to display.
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3. Click on the button to start working on the FFO and Omnibus
Synopsis

Competitive RFA Details

RFA Header Information
Dacument 1D 103784 Announcement Type Initial
Line Office * MATIOMNAL MARIMNE FISHERIES SERYICE Funding Qpporunity Mumber  MMFS-SERQ-2005-100312
RFA Mame * |Competiti\re FPO Manual
Fiscal Year™ |2DDE Anticipated Publication Date * |DEI1D,QDDE
Assigned Prograrm Office * |SOUTH EAST REGIOMAL OFFICE - MMFS j Assigned Program Officer * |F'etersun, Charles j
CFDA Murmber * |11.433 - MARINE FISHERIES INITIATIWE j
Sub Program |SE Competitive j
RFA Supplementary Information
Anticipated Funding Amount § |1 000,000.00 Actual Funding Amoaunt §
tin S
Anticipated Award Amaunt§  [250 000.00 |500,000.00
Anticipated Murmber of Awards |1 |4
Selected Addresses:

Street Address City, State, Zip

1314 EastWest Highway Silver Spring, MD 20810
AddiEdit

Selected Contacts:

Contact Name Phone ___Jaddress __________________ [Emal |
tr. Charles Marcus Peterson 301-713-0105 1315 EastWWest Highweay, Silver Spring, MD 20910 charles.petersond@noaa.goy
AddrEdit

Program Elements/Funding Priorities:
Mo Program Elements/Funding Priarities Available
AddrEdit

Competitions:

Press Save before selecting the following link(s)
Competition Name _______[Actions |
Competitive FPO Manual Edit Delete
Add Mew

m Create Publicationis) Save & Continue
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Create Publications

Flease read the appropriate guidance cuments b

Executive Sumimary

Federsl Agency Mame [oceanic and atmospheric Research (oaRy, ©

Funding Opportunity [Copys of Ballast water Technology Demonsy
Titls

Regulatory Information |DDDD |
Murmber (RIMNY

Announcement Type Initial

EFO Mumber OAR-SGE-2Z007-2000915

Catalog of Federal 11.417, Sea Grant Support
Domestic. Assistance

CCFDAT MNMumber

Dates fermpi]

Funding Opportunit WElaaT=TaC)
Description

Full Text of Announcement

I. Funding Opportunity Description

Program Ohjectives (ermoiy}

Program Priorities Jermpiw)

Program suthority fermpoiw)

Cost Principles fermpiw)

II. ard Information

Funding Awailability fernmotw)
Projects/award Period ferpoiw)}

»
omrioomey

Twpe of Funding Instrument (emrpoiy)

III.

m
g

bility Information

Eligible spplicants (el

Cost Share or Matching Requirement fenmpoey )

T

Dther Critera that affect Eligibility ferypoye )

<
I
T
T

lication and Submission Information

Asddress to Request sapplication Package (et

Content and Form of application (sswpeiy )

Submission Dates and Times fermeityw)]

Intergovernmental Review (errpoty )

Funding Restrictions ey )]

3 e

Other Submission Requirements ferrmty )

. aAapplication Review Information

Evaluation Criteria (emnwpoiy )

Beview and Selection Process fermmpiyw ]

Selection Factors fermpiy)

O

Anticipated Announcement and Asaward Dates fermrmpdy)
1. Awvrard Administration Information

AL Awvard Motices fermp i)

B. Administrative and MNational Policy BEequirements ey )

C. Eeporting fermpdy)

VI, Aagency Contacts ferpoty)

YIII. Other Information (sl

m Sawve and Return tao Main

Pleasse note, this will afso creaste asn Ormnibus Synopsis Snd you must inftiate workflow on i,

4. Create Publications screen appears
5. Click on each of the mandatory hyperlinks to enter information.
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Note: FALD will not clear the document unless each category is addressed.

When you click on the link, a text box opens ——M —»
Data is pulled in from your RFA — check data for accuracy
Enter additional data if necessary
Click Save

Note: Each text box must have some text in it before

you can successfully save. If you do not wish
to add anything, type N/A

© N

10. Repeat steps 6-9 for all twenty-three mandatory fields

11. Once you have entered all the information, click the Save
and Return to Main button at the bottom of the Create
Publications page

Version 2.12

Publication Text

Dates

Anticipated Publication Date: 5/11/2005

Competition: Competitive FPO Manual
Ainticipated Award Date: 11/19/2005
Applicacion Due Date: 5/13/2005

save | Spell Check

 —
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12.  New buttons now display at the bottom of the screen

m - This button allows you to capture changes made on this screen

- This button will open a word document, whereby you are able to view all
of the information provided in the links below. You do NOT want to make changes to the word
document, as they will not be captured. Be sure to make changes under the specific link, shown
in the picture below. This button will also initiate workflow.

- This button will take you out of this page and back to the FFO header screen

13. Once you are confident the FFO is ready for review, click the FFO Routing Slip and Start
Workflow button

Warning! Once you click FFO Routing Slip and Start Workflow, workflow is sstinit
initiated and a task is sent to your inbox

Save FFO Routing Slip and Start Workflow
Yiew Report

Note: The RFA Publisher recommends that the user not start the FFO workflow
at this time, but first create the Synopsis and start its workflow, then return to
the FFO to start its workflow. This is because there are stricter time constraints
on the Synopsis to have it ready for publication.
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|
14. The Routing Slip page now appears — Here you have the ability to add an Optional Reviewer or
RFA Publisher

15. Select Find User

IN‘H R =an =7 WA l‘rﬁrﬁ‘mﬁﬂmhﬂh

—RFA Header Information

Do cumamt 1 2053553 CFDA Nurmhar; 11419
Announcamant Type: bl BulsProgran:
Funding Opportunity . g y axslgnid Program ROS Office of Ocean 4
Numbar: HOS-DCRM-2000- 2000000 Ofici: Managemnent (DCRM)
. asslgnmd Program
Line Officn: National Ocean Serace (NOS) OMfcar: M. Eisabeth Morgan
Coastal and Estuarine Land Conservation anticipated
FFd# & & 083 5
ot Program == Y2000 Prionty List Pulslication Dati: VL2200
Flscal ¥aar: 2008

Routing Slip
t

i

A RFA can be sont for optional review. Yoo may select one or more persons) from tha list below as optional revies
optional revigwers, plaasa note that you vwill haws to wealt Tor ALL aptianal revisws ta coree back balose yoiu can init]
|package posting. Nothing found to display

Al renenalars of the Fedaral Assistancs Lavw Division (FALDY vill receive a task to rceiew this docairmant, Qe FALD u
wvenmrship of the revies tack and all further FALD tazks for this docwmient will be assigned to thet person.
Farticipant Nama|User Sama|Drgandzation Mams

FLD NOE Office of Ocesh Bnd Caadtal Pegdurcs Managimnt (GCRM)

Currently this is a representative from thie Grants Management Division who reviews the RFA snd posts the opports)
commpatitive BF Ax, this rale may also b responsible For pubilishing the Federal Regivter Sotice and Omaibues estroect |
aralion Nome

RF A Pubdiskar Janat Johnson Russel NOS Office of Ocean and Coastal Resource Managesrent (OCRM) Eomove

Adhl User to Step:

L — i .o ] i
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16. Input the name of the person you wish to add
17. Select Search
18. To choose the person you wish to add press the Select link

Search Users
Please leave all fields empty to search for all results

Enter search terms to find a user.

First Mame ljohn

Middle Mame |

Qrganization |

|
|
Last Mame | |
|
|

E-Mail ﬁddress|

Please select a state -

Cancel

und, displaying all items.1

Phone

Search

hristensen, MOS Mational Center for ooooo 00000, 000, 00 00000 LIMEMOWM tes
lokin Coastal Ocean Science
(NCCOS)

19. Now select Add User
20. Click Save Route
21. Click Start Workflow.

Add User to Step:

Optional Reviewer v |J|:uhn Christensen |m m

Start Workflow

Microsafl Internet Explorer

22.The Federal Funding Opportunity header page appears
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a. Notice the message informing you that the FFO review has been initiated

23.Navigate down to the Associated Documents and click on the RFA link

m

g off

- g

- . N
ncmunt

Award ] Management |

System Manage
Administration | Certifications

FFO Review has been initiated. Please initiate FRM or Omnibus Reviews from their respective pages

R Federal Funding Opportunity

Id: 1037388
Creator: Charles Peterson Create Date: 051 0/2005
Status: Federal Funding Opportunity  Creation In Progress  Status Date: 0501 0/20045

Last Edited User: Charles Petersan
Go to Federal Funding Opporunity Details Page ==

This docurment currently has no tasks assighed to you. However, you may view previous workflow history and comments ==

RFA Header Information

Document ID: 103784 CFDA Number: 11.433
Announcement Type: Initial SubProgram: SE Cornpetitive
Funding Opportunity Number: MMF5-5ERO-2005-100312 Assigned Program Office: SOUTH EAST REGIC
Line Office: MATIOMAL MARIME FISHERIES SERYICE Assigned Program Officer: Mr. Charles Marcus R
RFA Name: Competitive FRO Manual Anticipated Publication Date: 081152005

Fiscal Year: 2005

Sub Documents

One itern found.q

Federal Funding Opportunity 102788 Campetitive FRO Charles 051 0r2008 Charles 051 02005
Repart Manual Petersan Petersan Progress

Associated Documents

2 iterns found, displaying all iterns.1

FA 103784 Gompetitive FFQ Charles 05082005 Charles 051 0/2005 Charles Marcus
anual Peterson Peterson Progress Peterson
Federal Register 103789 Competitive FPO  Charles 08r10/2005 Chatles I 051072005
Motice Repart Manual Peterson Peterson Progress

Additional Documents
Mothing found ta display.
Associated Attachments

Mothing found ta display.
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24.Note that under Sub Documents, there are now 4 documents found. Navigate to the second
screen under Sub Documents to find the Omnibus Synopsis

25.Click on the link by the Omnibus Synopsis

Competitive RFA Details

—RFA Header Information

Document ID: 2014975 CFDA Number: 11.417
Announcement Type: Initial SubProgram: MNone
ARG QTE RIS OAR-SG-2007-2000354 Assigned Program Office: C~R National Sea Gra
Number: Program {SGE)
Line Office: Oceanic and Atmospheric Research Ass.lgned Program Dr. Mikola Marie Garbe
(DAR) Officer:
RFA Name: knauss 2007 Anticipated Publication .50 5005
Date:
Fiscal Year: 2007

Sub Documents

S items found, displaying all items. 1

Title Creator |Create Last Status Status
Date Action Date
uUser

spplications 2014975 Applications

Feport Feport

Competition 2014976 Knauss 2007 [Nikola 06/27/2005 System 04/03/2006
Garber Account

Fewview Event 2014977 Knauss Mikola 06/27/2005 Mikola EF&ReviseActions - 07/07/2005
Garber Garber Mot Started

Federal Funding 2014978 Knauss 2007 Mikola 06/27/2005 System 11/20/2006

Opportunity E]( Garber Account

Omnibus nauss 2007  Mikola 06/27/2005 System 11/20/2006

Synopsis Garber Account

Version 2.12
63




Federal Program Officer, Grants Online Training Manual

Building a Competitive RFA- (FFO and Omnibus Synopsis)
|

26. The Omnibus Synopsis details page appears
27. Click on the Go to Omnibus Synopsis Details Page>> link

Omnibus Synopsis

Id: 2014979
Creator: Hikola Garbier Create Date: 06/27/2005
Status: Status Date: 11/20/2006

Last Edited User: System Account

Go to Omnibus Synopsis Details Page »»

This document currently has no tasks assigned to you.

Wiew the routing slip ==

Workflow History

|1 Attachments:

—RFA Header Information

Document ID: 2014975 CFDA Number: 11.417
Announcement Type: Initial SubProgram: Mone

Funding Opportunity OAR-S5G-2007-2000354 Assigned Program Office: 0% National Seg
Mumber: {SG)

Dceanic and Atmospheric Research

Line Office: (O4R)

Assigned Program Officer: Dr. Nikola Marie

Anticipated Publication

RFA Name: Knauss 2007
Date:

0&8,/30/2005%
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28. Omnibus Synopsis screen appears

29. Follow the same process (steps 6-9) that you went through for the FFO
30. Click Save to Capture your changes

31. Click FFO Routing Slip and Start Workflow to initiate review of the FRN

Warning! Once you click FFO Routing Slip and Start Workflow, workflow is initiate
initiated and a task is sent to your inbox

Omnibus Synopsis

Please click on this icon to view the audit trail on this Omnibus: ﬁ

Please read the appropriate guidance documents before filling out the fields below.

Eegulatory Inforrmation |DDDD

Number (RIMNY
FFQ MNumber QAR-SG-2007-2000354

Synopsis

Funding Opportunity Title [Knauss 2007

1. Summary Description

II. Funding Availability

III. Statutory Authority

1%, Catalog of Federal Domestic éssistance (CFDAY Mumber 11,417, Sea Grant Support

Y., Application Deadline

V1. Address for Submitting Proposals

YII. Information Contacts
YII1. Eligibility
Ix. Cost Sharing Requirements

=. Intergovernmental Review

m FFO Routing Slip and Start Workflowvs
view Report
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1. Click on your inbox tab and go to your tasks
2. You have two tasks to Review — one for the Omnibus Synopsis and one for the FFO

System i Manage
Administration | Certifications

.n_cmunt :

Award Management |

Pre-Award

m

Welcome to Grants Online Chades Peterson "Log off

F Advisories

Inbox Tasks

* Notifications

F Archive
Document Type Status

AT 3 [oen o

¥ Tasks

F Send Message

* Manage Workflow
Tasks

3049 items found, displaying 1 to0 10 [FirstPres] 1, 2, 3, 4,5, 6, 7, & [Mexdflast

Viewy B1060 Review Mot Started  Federal Register Motice 1037849
0963 Review Mot Started  Federal Funding Opportunity 103788

3. Click View by the task you wish to act on
4, The Task Screen appears
5. There are three options in the action dropdown

a. Approve — approves the document and will send to FALD for review

b. Return for Revisions —Allows the user to return the FFO or Synopsis to the RFA Creator. This step is for an
Optional Reviewer who is NOT the same as the RFA Creator.

c. View Details — allows you to view the specifics on the FFO/Omnibus. This step also allows the user to make
changes before moving the document forward in the workflow.

Select an action (select approve if you are ready to forward to FALD for review) and click Submit

S m

Welcome to Grants Online Chades Peterson '-l_og off

¥ ) Manage
Administration | Certifications

Pre-Award Awardl Management

* Advisories
» Notifications Omnibus Synopsis

TACe Creator: Charles Petersan Create Date: 05(10/2005

¥ Tasks Status: Federal Register Motice Review Mot Started  Status Date: 0510/2005
» Send Message Last Edited User: Charles Peterson

* Manage Workflow
Tasks Action:

- (ET

i Approve
Comment;:
Return for Revisions ;I

Wiew Details

I Spell Check

iew previous workflow history and comments ==

Once FALD approves the FFO and Synopsis, The RFA Publisher will receive tasks to review, approve, and publish/post these
documents. The FFO will be posted to Grants.gov. Before the Synopsis is published, it will be linked to an Omnibus FRN
which will then be sent for publication. Once published, the RFA Publisher will enter the actual publication date into the
Grants Online RFA details screen.
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